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HAZARDOUS SUBSTANCE INVENTORY
A.
INTRODUCTION
It is the policy of the Company that the first consideration in the performance of work will be the protection of the safety and health of all employees. The Company has developed this Hazard Communication Program to ensure that all employees receive adequate information relevant to the possible hazards which may be involved with the various hazardous substances used in the Company's operations and processes. The following program outlines how we will accomplish this objective.
B.
HAZARD DETERMINATION
The Company will rely upon the evaluation performed by the suppliers or by the manufacturers of the substances to satisfy the requirements for hazard determination.
C.
CONTAINER LABELING
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No container or hazardous substances will be released for use unless the container is correctly labeled and the label is legible.
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All chemicals in bags, drums, barrels, bottles, boxes, cans, cylinders, reaction vessels, storage tanks, or the like will be checked by the receiving department to ensure the manufacturer's label is intact, is legible, and has not been damaged in any manner during shipment. Any containers found to have damaged labels will be quarantined until a new label has been installed.
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The label must contain; (a) the chemical name of the contents, (b) the appropriate hazard warnings, and (c) the name and address of the manufacturer, and any other information required.
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All secondary containers will be labeled. The information must include details of all chemicals which are in the referenced container.
D.
MATERIAL SAFETY DATA SHEETS (MSDS)
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Each location must maintain a master MSDS file under management control. A book of Material Safety Data Sheets is to be readily accessible to all employees, at all times, upon request.
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The Safety Coordinator or designee will be responsible for reviewing all incoming MSDSs for new and significant health/safety information. This individual will ensure that any new information is passed on to the employees involved.
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The Safety Coordinator or designee will review all incoming MSDSs for completeness. If any MSDS is missing or obviously incomplete, a new MSDS will be requested from the manufacturer or distributor. OSHA/Ministry of Labour is to be notified if the manufacturer or distributor will not supply the MSDS or if it is not received after 30 days from request. Any new information will be passed on to employees involved.
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New materials will not be introduced into the work area until a MSDS has been received.
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The Purchasing Department will make it an ongoing part of their function to obtain MSDSs for all new materials when they are first ordered.
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The safety coordinator or designee will coordinate with appropriate departments to make sure all MSDS are obtained, distributed and communicated.
E.
LIST OF HAZARDOUS SUBSTANCES
Each facility will compile, annually review, and update as necessary a complete inventory of all substances present in that facility. The name of those materials determined to be hazardous are defined in applicable Federal and State/Provincial standards.
F.
EMPLOYEE INFORMATION AND TRAINING
All employees will attend an orientation meeting for information and training on the following items prior to starting work with hazardous substances; (Training Checklist is to be completed and kept on file).
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An overview of the requirements of the Hazard Communication Standard, including their rights under this regulation.
symbol 183 \f "Symbol" \s 10 \h
Information on where hazardous substances are present in their work areas.
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Information regarding the use of hazardous substances in their specific work areas.
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The location and availability of the written hazard communication program. A copy of the program will be given to all employees during the orientation meeting. Subsequent to this, the program will be available from managers and also from the office.
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The physical and health aspects of the substances in use.
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Methods and observation techniques used to determine the presence or release of hazardous substances in the work area.
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The controls, work practices and personal protective equipment which are available for protection against possible exposure.
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Emergency and first aid procedures to follow if employees are exposed to hazardous substances.
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How to read labels and material safety data sheets to obtain the appropriate hazard information.
Refresher training will be conducted annually.
It is most important that all of our employees understand the information given in the orientation meetings. Questions regarding this information should be directed to the Safety Coordinator.
When new substances are introduced into the workplace, the department manager will review the above items with you as they are related to the new materials.
The department manager will ensure all new employees are trained prior to their starting work with hazardous substances.
An Acknowledgment Statement is to be completed by each employee receiving this information and training. These are to be kept on file in the human resources department.
G.
NON-ROUTINE TASKS
Infrequently, employees may be required to perform non-routine tasks which involve the use of hazardous substances. Prior to starting work on such projects, each involved employee will be given information by his/her supervisor about hazards to which they may be exposed during such an activity.
This information will include:
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The specific hazards.
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Protective/safety measures which must be utilized.
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The measures the company has taken to lessen the hazards, including special ventilation, respirators, the presence of another employee, air sample readings, and emergency procedures.
H.
INFORMING CONTRACTORS
To ensure that outside contractors work safely in our plants, and to ensure the safety of the contractor's employees, it will be the responsibility of management to provide contractors the following information:
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The hazardous substance to which they may be exposed while working in the plant.
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The precautions the contractor's employees must take to lessen the possibility of exposure by usage of the appropriate measures.
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Rules and regulations regarding the protection of employee safety relevant to fire and ignition sources around flammable materials will be followed. The rules regarding smoking, welding, grinding, will also be followed.
The Purchasing Department via the Safety Coordinator will be responsible for obtaining from outside contractors the name of any hazardous substance the contractor's employees may be bringing into the facility for use in their work. The contractor should also supply a copy of the material safety data sheet relevant to these materials.
I.
PLAN ADMINISTRATION
This Hazard Communication program will be monitored by the Safety Coordinator.
Questions regarding this program should be directed to the Safety Coordinator.

Signature


*Title 



Date 


*This document must be approved and signed by the senior executive on site.
MANAGER TRAINING OF EMPLOYEE CHECKLIST
Has the employee been informed and trained in the following.
	1.
	Information: Has the employee been informed of the following:
	YES
	
	NO

	
	(a)
	The requirements of this section.
	
	
	

	
	(b)
	Any operation in the work area where hazardous substances are present
	
	
	

	
	(c)
	The location of the written Hazard Communication Program
	
	
	

	
	(d)
	Availability of the written program.
	
	
	

	
	(e)
	Location and availability of hazardous substances list(s).
	
	
	

	
	(f)
	Location and availability of Material Safety Data Sheets.
	
	
	

	2.
	Training: Has the employee been trained in the following:
	
	
	

	
	(a)
	Methods and observations that may be used to detect the presence or release of hazardous substances in the work areas.
	
	
	

	
	(b)
	The physical and health hazards of the substances in the work areas.
	
	
	

	
	(c)
	How employees can protect themselves from these hazards.
	
	
	

	
	(d)
	Procedures the employer has implemented for employee protection.
	
	
	

	
	(e)
	Appropriate work practices.
	
	
	

	
	(f)
	Emergency procedures.
	
	
	

	
	(g)
	Personal protective equipment to be used.
	
	
	

	
	(h)
	Explanation of labeling systems.
	
	
	

	
	(i)
	Explanation of material safety data sheets.
	
	
	

	
	(j)
	How employees can obtain and use appropriate hazard information.
	
	
	

	
	(k)
	Personal hygiene when working with substances.
	
	
	

	
	(l)
	General first aid for contact with hazardous substances.
	
	
	

	
	
	

	Employee Signature
	
	Manager's Signature

	
	
	

	Date
	
	Date


REQUEST FOR MATERIAL SAFETY DATA SHEETS
DATE OF REQUEST

DEPARTMENT

TO:

FROM:

I hereby request that I be given the Material Safety Data Sheets on the following hazardous substance(s):
Date Received 


Acknowledge 

 (Requesting Employee)
DEPARTMENT MANAGER 

DATE 

cc: Safety Coordinator
TRAINING ACKNOWLEDGMENT
I have received information on the Hazard Communication Standard 29 CFR 1910.1200 or the appropriate state standard and understand how to interpret and to use the labeling systems and Material Safety Data Sheets (MSDSs) that are in use and accessible to me in my work area. I agree to observe and follow the safe work practices as presented to me in the training sessions I attended on 
 at 

Employee's Signature
Date
The above named employee has been informed and instructed by 



 work practices, chemical hazards recognition, interpretation and use of chemical labels, MSDSs, the 29 CFR 1910.1200 (e) or appropriate state/provincial standard and the location at which these items are accessible to the employee.
Supervisor's Signature
Date
TRAINING ACKNOWLEDGMENT (SPANISH)
Yo he recebido informacion sobre Communicacion de Peligros Estandarte 29 CFR 1910.1200, y comprendo como usar y interpretar los systemas de marqueo junto con las Hojas de Datos sobre Seguridad (MSDS), que se encuentran en uso y accessible en me area de trabajo. Yo estoy de acuerdo a observar y seguir las practicas seguras presentades a mi en la sesion de entrenamieno attendida este dia, 
 en 

Firma de Empleado
Fecha
El empleado nombrado anterior, a sido inf ormado y instruido por 
en las practicas seguras, a reconozer peligros de quimicas, la intrepretacion y uso de las etiquetas quimica, MSDS, la 29 CFR 1910.1200, y la locacion en donde estos articulos son accessible a los empleados.
Supervisor o Mayordome
Fecha
MATERIAL SAFETY DATA SHEETS
OSHA/Ministry of Labour rules outline the content, but not the exact form, of every material safety data sheet. Here is what OSHA/Ministry of Labour requires each data sheet to contain:
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IDENTITY. The data sheet must contain the name of the chemicals found on the label. In addition, subject to deletion of legitimate trade secrets, it must give the chemical and common name of the substance. If the substance is a mixture and has not been tested as such, the data sheet must give the name of each hazardous constituent.
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CHARACTERISTICS. The data sheet must recite the physical and chemical characteristics of the chemical, such as vapor pressure, flash point. etc.
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PHYSICAL HAZARDS. Any potential for fire, explosion or reaction must be included in the data sheet.
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HEALTH HAZARDS. Signs and symptoms of exposure must be entered, as must all medical conditions that are likely to be aggravated by exposure.
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ROUTES OF ENTRY. The data sheet must specify whether the chemical typically enters the system by ingestion, inhalation, dermal exposure or some other route.
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EXPOSURE LIMITS. If OSHA/Ministry of Labour has established an exposure limit for the chemical, or if a Threshold Limit Value has been established by the American Conference of Governmental Industrial Hygienists, these must be entered on the data sheet, as must any exposure limit used by the authority preparing the data sheet.
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CARCINOGENS. The data sheet must indicate whether the chemical is listed as a carcinogen by the National Toxicology Program, by OSHA/Ministry of Labour, or by the International Agency for Research in Cancer.
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USE AND HANDLING. The data sheet must recite any general applicable precautions for safe handling and use which are known to the firm preparing the data sheet, including hygiene practices, protective measures during repair and maintenance of contaminated equipment and procedures for clean‑up of spills and leaks. Industrial chemical consumers might often add site‑specific procedures to the more general information offered by the chemical manufacturer.
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EXPOSURE CONTROLS. The data sheet must include a description of special procedures to be employed in emergencies, as well as description of appropriate first aid.
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DATES. The sheet must bear the date of its preparation or of its latest revision. OSHA/Ministry of Labour requires a current MSDS dated within the past three (3) years. It is therefore important to establish a routine of reviewing all MSDSs for current dates.
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INFORMATION SOURCE. Finally, the sheet must recite the name, address and telephone number of the person who prepared the data sheet or of some other person who can provide additional information relating to the chemical, such as citations to scientific literature or specialized emergency procedures. 
The MSDS is obtained from the hazardous substance manufacturer or supplier. You should become familiar with information on this sheet to avoid injury to yourself and fellow employees. Following is a description of the MSDS principle sections. Not all sections are relevant to your safety, but brief descriptions will be provided. Some of the section headings have been modified and relocated on MSDSs as required by the Ministry of Labour but the information is essentially the same.
Section I–Identification of Product
This identifies the chemical name, trade name or synonym, manufacturer's name, chemical formula, and emergency phone number for more detailed information.
Section II–Hazardous Ingredients
Hazardous ingredients are those substances which have been defined as hazardous due either to flammability characteristics or to their potential to have adverse health effects on the worker. The percentage of each hazardous ingredient in the product is provided, as well as the Threshold Limit Value.
Section III–Physical Data
This is primarily technical data providing little help to you unless you are a chemist. This data is used by chemists and industrial hygienists when doing calculations to determine the safe use parameters of the substance.
Section IV–Fire and Explosion Hazard Data
In this section, data is provided which describes the ability of the substance to burn or explode. The method for extinguishing a fire involving the substance is also provided. Pertinent data in this section is:
*Not all hazardous substances are flammable or explosive.
1.
Flash Point–This is the lowest temperature at which the liquid gives off sufficient vapor to form an ignitable mixture with air and produce a flame when an ignition source is brought near the surface of the liquid.
2.
Extinguishing Media–The type of fire extinguishing material to be used when a particular substance is burning is provided here.
3.
Special Fire Fighting Procedures–These procedures describe the fire fighting equipment needed if the substance is involved in a fire. Some substances can give off toxic gases when burning; therefore, a special piece of personal protection equipment would be worn by persons fighting the fire. Talk to your supervisor regarding your actions in the event of a fire involving a hazardous substance.
4.
Unusual Fire and Explosion Hazards–This section provides information on substance incompatibility or its ability to react with other substances to create a flammable atmosphere.
Section V–Health Hazard Data
Data included in this section is very important to you. This information will help you recognize the effects of overexposure to a particular hazardous substance, and the emergency and first-aid procedures to take in the event of overexposure.
Terms and their definitions found in this section follow:
1.
Threshold Limit Value–The value printed on the MSDS expresses the airborne concentration of material to which nearly all persons can be exposed day after day without adverse health effects. Threshold Limit Values (TLV) may be expressed in three ways; as a Time Weighted (TWA), as a Short Term Exposure Limit (STEL), and/or as the Ceiling Exposure Limit (C). The TLV is used by engineers and industrial hygienists as a guide in the control of health hazards.
2.
Effects of Overexposure–Describes what physical effects might be felt (dizziness, headaches, skin irritation, dermatitis, etc.).
3.
Emergency and First-Aid Procedures–Explains the procedures to follow should it become necessary to provide first-aid treatment to a person who may be overcome by a hazardous substance. The procedures may address exposures that occur through inhalation of the substance, contact with skin, or ingestion (swallowing).
Section VI–Reactivity Data
This section presents information on reactive substances. Reactive substances are materials which, under certain environmental or induced conditions, enter into violent reaction with spontaneous generation of large quantities of heat, light, gases (flammable and non-flammable), or toxicants that can be destructive to life and property. Reactions occur often when incompatible materials are mixed together.
Some loosely categorized types of reactive chemicals are:
1.
Explosives–(i.e. nitroglycerin), reacts to friction, heat, or shock.
2.
Acids–Don't mix with sensitives
3.
Oxidizers–Don't mix with reducers
4.
Water Sensitives–Should not be mixed with water.
5.
Pyrophors–Those substances that generate sparks or heat when friction is applied–like a red-tip match head.
When reviewing a particular data sheet, note the conditions to avoid, and incompatibility (materials to avoid). In general, isolate from other potentially reactive substances. Use appropriate personal protection gear that is recommended in Section VIII–Special Protection Information.
Section VII–Spill or Procedures
This section directs persons to take certain actions in the event of a hazardous substance spill or leak. Do not attempt to contain a spill or leak by yourself! Get help from your supervisor!
Section VIII–Special Protection Information
This section specifies the proper personal protection devices for specific situations. Types of recommended equipment will include respirators, goggles, face shield and safety glasses, gloves, protective aprons, footwear, etc.
Ventilation equipment will not necessarily be applicable. These requirements are based on amount used, container substance is stored in, conditions use occurs in, etc.
Section IX–Special Precautions
Describes proper storage and handling procedures. This Section is important and provides many of the dos and don'ts associated with the substance. It will also alert you to situations to avoid when handling or storing the substance.

MATERIAL SAFETY DATA SHEETS CHECKLIST
	
	
	YES
	NO


1.
IDENTITY
	
	Does it bear the name of the chemical as it appears on the label?
	(  )
	(  )

	
	Does it bear the chemical name and other names by which the substance is known?
	(  )
	(  )

	
	If it is a mixture, does it bear the name of each component that is hazardous?
	(  )
	(  )


2.
CHARACTERISTICS
	
	Does it describe the chemical and physical properties of the substances?
	(  )
	(  )


3.
PHYSICAL HAZARDS
	
	Does it describe conditions under which fire, explosion, or reaction may occur?
	(  )
	(  )

	
	Does it list other materials with which the substance may come into contact or be exposed to that would result in such hazards?
	(  )
	(  )


4.
EXPOSURE HAZARDS
	
	Does it detail the signs and symptoms of various routes of entry (skin, eyes, ingestion, etc.) as well as various levels of exposure?
	(  )
	(  )

	
	Does it give medical conditions that are likely to be aggravated by such exposure?
	(  )
	(  )


5.
PRIMARY ROUTES OF EXPOSURE
	
	Does it explain the circumstances under which hazardous exposure to the substance typically occurs through various routes?
	(  )
	(  )


6.
EXPOSURE LIMITS
	
	Does it give the exposure limits to the substance set by OSHA/Ministry of Labour or the American Conference of Governmental Industrial Hygienists?
	(  )
	(  )


7.
CANCER RISKS
	
	Does it indicate whether or not the substance is listed as a cause of cancer by OSHA/Ministry of Labour, by the International Agency of Research in Cancer?
	(  )
	(  )


8.
USE AND HANDLING
	
	Does it specify:
	(  )
	(  )

	
	Methods of preventing fire, explosion, or reaction?
	(  )
	(  )

	
	The proper protective equipment to be worn?
	(  )
	(  )

	
	Proper ventilation procedures?
	(  )
	(  )

	
	Special circumstances under which special protective measures are necessary?
	(  )
	(  )

	
	Procedures for guarding against spillage?
	(  )
	(  )

	
	Proper storage and labeling procedures?
	(  )
	(  )

	
	Actions that are prohibited for the purpose of reducing risks?
	(  )
	(  )


9.
CONTROL MEASURES

Does it specify:
	
	Methods of diluting the substance?
	(  )
	(  )

	
	Methods of ventilating the area in which the substance is used?
	(  )
	(  )

	
	Personal protective gear to be worn?
	(  )
	(  )


10.
EMERGENCY AND FIRST AID PROCEDURES

Does it specify:
	
	The proper responses to exposure through various routes, at various levels and according to the severity of signs and symptoms?
	(  )
	(  )

	
	Proper response to fire, explosion and spillage?
	(  )
	(  )

	
	Proper procedures for disposal of spilled materials?
	(  )
	(  )


11.
DATE
	
	Does it show the date it was prepared the date of its latest revision?
	(  )
	(  )


12.
FURTHER INFORMATION
	
	Does it include the name, address, and telephone number of someone who can be contacted for further information about the substance and for emergency procedures?
	(  )
	(  )


13.
GENERAL
	
	If certain information is not given, does it state that the information is not available instead of having blank spaces?
	(  )
	(  )

	
	Is it written so that employees can be trained to read and understand it?
	(  )
	(  )


WORK AREA HAZARDOUS SUBSTANCE LIST
Work Area:
	Chemical Identity
Label/Special Information
	
CAS # or Serial #
	
Vendor


